POSI’“ON DESCRIPTION (Please Read Instructions on

1. Agency Position No.

the Back) NL10866
2. Reason for Submission 3. Service 4. Employing Office Location 5. Duty Station 6. OPM Certification No.
H Redescription New _—l Hdatrs. |X| Field ORLANDO, FL ORLANDO, FL
“eestablishment Other 7. Fair Labor Standards Act 8. Financial Statsments Required 9. Subject to 1A Action
) .
Executive Personnel Employment and
_4anation (Show any positions replaced) ___I_E*_@P' [Xl p —I Fmﬂ_cmpﬂdjmmm X’ Yes l—l No
10. Position Status 11. Position Is: | 12. Sensitivity 13. Competitive Level Code .
" ) 1= Non- 3~ Critical 0503
Competitive Supervisory :I Sensitive D
Excepted (Specify in Remarks) Managerial Sensitive | 14 Agency Use
2- 4- Speciol
ses@en) | | SES(CR) Netner [ Xiorcrtca [ |
15. Classified/Graded by| Official Title of Position Pay Plan _|Occupational Code| Grade | Initials Date
a. U.S. Office of Per-
sonnel Management
b. Department, Agency
or Establishment
¢. Second Level
Review
7 )gg y)
d. FirstLevel Review |OFFICE AUTOMATION ASSISTANT GS 0326 05 #P 26 FEB 98
e. Recommended by
Supervisor or
Initiating Office,
16. Organizational Title of Position (if different from official title) 17. Name of Employee (if vacant, specify!
A

18. Dep Agency, or

DEPARTMENT OF THE ARMY (DA)

¢. Third Subdivision
OFFICE OF THE CHIEF OF STAFF (CS)

a. First Subdivision

US ARMY MATERIEL COMMAND (AMC)

d. Fourth Subdivision
ADMINISTRATIVE OPERATIONS DIVISION (CSA)

b. Second Subdivision
SIMULATION, TRNG & INSTRUMENTATION COMMAND

o. Fifth Subdivision

Employee Review  This is an accurate statement of the major duties

Signature of Employes (optional)

nd
esponsibilities of my position.

36. Supervisory Certification. / certify that this is an accurate statement
of the major duties and responsibilities of this position and its
organizational relationships, and that the position is necessary to carry

a. Typed Name and Title of Immediate Supervisor
JEAN L. BURMESTER, STAFF OPERATIONS OFFICER

knowledge that this information is to be used for statutory purposes
relating to appointment and payment of public funds, and that false or
misleading statements may constitute violation of such statutes or their
implementing reg- ulations. ’
b. Typed Name and Title of Higher-Level Supervisor or Manager {optional)

Signature

21, glaa?éiﬁcationuob Grading Certification. [ certify that this position has been
sified/graded as required by Title 5, U.S. Code, in conformance with stan- dards
published by the U.S. Office of Personnel Management or, if no published standards

Typed Name and Title of Official Taking Action

o

22, Position Cl jards Used in Cl Position

OPM PCS FOR OFFICE AUTOMATION & ASSISTANCE,
GS-326; OPM GEG FOR OFFICE AUTOMATION, 11/90;
OPM GEG FOR CLERICAL AND ASSISTANCE WORK.

JAMES M. QKURKA, Deputy to the Commander

_________ |

ke J

Information for Employees. The standards, and information on their application,
are available in the personnel office. The classification of the position may be reviewed
and corrected by the agency or the U.S. Office of Personnel Management. Infor- mation
on classification/job grading appeals, and complaints on exemption from FLSA, is
available from the personnel office or the U.S. Office of Personnel Management.

23, Postion Revied INITIALS DATE INITALS DATE

INTIALS | DATE INITALS DATE INTALS | DATE

a. Employee (optional)

b. Supervisor

|
|
|
|

c. Classifier

| |
| |

24. Remarks
‘ITION IS AT THE FULL PERFORMANCE LEVEL

BUS: 7777

25._Description of Major Duties and Responsibilities (See Attached)
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| NTRODUCTI ON

This position is located in the Ofice of the Chief of Staff,
Adm ni strative operations Division, Sinulation, Training and

I nstrunentati on Command (STRICOV), which is a Mjor Subordinate
Command (MSC) of the U S. Arny Materiel Command (AMC). The

m ssion of STRICOMis to provide centralized managenent and
direction for all research, devel opnent, acquisition and
fielding of Army Distributed Sinulation (ADS). The m ssion
includes cradle to grave life cycle acquisition beginning with
tech base progranms and followi ng through with each phase of the
acqui sition process. The Commander centrally directs,

coordi nates and supports the materiel devel opnent, training
devi ces, simulations, sinulators and advanced acqui sitions and
sustai nment activities through the functional matrix

organi zati ons and four project nanagers. The position serves as
an assistant to the Staff Operations O ficer, responsible for
performng clerical and adm nistrative support functions.

MAJOR DUTI ES
1. Provides office automation support and perforns both
procedural and substantive clerical work for the organi zati on.
Uses word processing and other types of software (spreadsheets,
dat abase, graphics, etc.), to process and produce a w de range
of documents, sonme of which require conplex formats, in support
of office automation functions. Representative exanples
include creating, editing, and reformatting reports requiring
advanced functions such as those required to generate tables of
contents, statistical data with nultiple columms, technica
directives, correspondence, and |lists of exhibits; using
dat abase or spreadsheet software to enter, revise, sort or
calculate, and retrieve data for standard or special reports;
and using graphics software to provide graphic synbols, charts,
and graphs. May transmt, receive, and acknow edge vari ous
i nformati on such as electronic mail, and nessages. Prints hard
copies or routes to other termnals as necessary. Responsible
for correct grammar, spelling, capitalization, punctuation, and
term nol ogy used in the office. 40%

2. Prepares a variety of reports. Collects data from various
source docunents, files, records, and staff personnel; conpiles
information including narratives and tabul ations, in proper
format for presentation; assures correctness, consistency, and
conpl eteness. | nvestigates apparent inconsistencies and

di screpanci es, checking wth originators, reconciling and
adjusting irregularities, if possible and referring those not
reconciled to supervisor. obtains and assenbl es records,
reports, docunents and charts for use in neeting and



conferences. Checks form format, grammar, arrangenent,
presence and order. 30%
3. My performone or nore of the typical following duties in
support of the office functions related to Protocol, Public
Affairs, Publications Library, and Security. Receives

tel ephone calls or visitors to the office. Determ nes purpose
and whet her referral to supervisor or other personnel is
appropriate. Wiere referral is not necessary, provide
information fromreadily accessible files or from persona

know edge. Advi ses appropriate personnel on subjects

di scussed. Processes inconing correspondence, referring itens
to supervisor/other personnel as appropriate. Conposes routine
correspondence pertaining to admnistrative matters such as
travel arrangenments, coordinating visits, clearances and
security badges, request for supplies, etc. Makes arrangenents
for conferences and neetings, including scheduling externa
conference facilities, scheduling photographers, providing
necessary materials and equi pnent, notifying participants and
prepari ng agenda (to include incorporating verbal or witten
suggested agenda itens from participants). Establishes and

mai ntains office files and records; files and posts
publications and regul ati ons, prepares visual aid material,

i ncluding charts, tables and transparencies to display sel ected
area. Perforns a variety of adm nistrative functions such as
ordering supplies, securing printing services, naintaining tine
and attendance records. Picks up and distributes nail and
travel orders as necessary. Make necessary travel

arrangenents, which include preparing travel orders/trave
clainms and nmaking airline, |odging, and rental car
arrangenents. 30%

Performs other duties as assigned.

FACTOR 1. KNOW.EDGE REQUI RED BY THE POSI TI ON
FL 1-3 - 350 PO NTS

- Knowl edge of grammar, spelling, punctuation,capitalization,
forms, syllabification, a wide variety of formats, and
term nol ogy common to the unit for which the work is done.

- Knowl edge of several types of office autonmation software
packages, practices, and procedures, and ability to apply these
know edge's and skills in processing and produci ng a w de range
of docunments and other nmaterials in support of the office
m ssion. Skill to operate an electronics typewiter, word
processor, and/or personal conputer, using a standard
typewiter style keyboard with additional functional keys to
produce work accurately and efficiently. Skill in operating



rel ated equi pnment such as printers and nodens. A qualified
typi st is required.

FACTOR 2. SUPERVI SORY CONTROLS - FL 2-3 - 275 PO NTS

Wor ks under general supervision. |Incunbent is expected to
performduties in response to stated objectives, and various
written general guides and procedures. Supervisor provides

i nstructions on new or changed requirenents, but otherw se
expects incunbent to conplete assignnments on own initiative.
When current practices or deviations in an assi gnnent cause
probl ens, the incunbent uses own initiative to resolve them and
coordinates efforts with other enployees involved in or

af fected by the substandard procedures. Wrk is reviewed and
eval uated for technical soundness, useful ness, and conformance
with office operating requirenents and needs.

FACTOR 3. GUI DELINES - FL 3-2 - 125 PO NTS

Qui delines include detailed or established procedures
applicable to adm ni strative processes, office automation
manual s, directives, previous reports, and other references.
The enpl oyee uses judgnent in |ocating, selecting, and applying
the nost appropriate authorized alternative anong the various
gui del i nes covering specific cases. Significant deviations are
referred to the supervisor.

FACTOR 4. COWPLEXITY - FL 4-2 - 75 PO NTS

Perforns a variety of office autonmation and rel ated clerical
and adm nistrative duties. Reviews assigned tasks to determ ne
appropriate action to be taken on the nature of the subject
matter. Enployee arranges the material in various formats,
assenbles the material in proper order, and uses files and

ot her references to check information such as dates and ot her
dat a.

FACTOR 5. SCOPE AND EFFECT - FL 5-1 - 25 PO NTS

The incunbent contributes to the unit operations by performng
recurring office automation and clerical support tasks which
facilitate the general workflow of the operating unit and
originator of the material with limted inpact beyond the

i mredi at e or gani zati on.



FACTOR 6. PERSONAL CONTACT AND PURPOSE OF CONTACTS
FL 2B - 75 PO NTS

Personal Contacts - Contacts are with enpl oyees at vari ous
| evel s throughout the agency who are involved in or affected by
integrating or changi ng automated office procedures.

Pur pose of Contacts - Contacts are to plan, coordinate, and
integrate work processes for work nethods for office automation
bet ween and anong rel ated work offices, and to exchange

i nformati on about the assignnent or nethods to be used to

conpl ete the assignnent. For exanple, to clarify term nol ogy,
determne priorities on projects, discuss additions or
revisions, and to di scuss equi pnent capabilities.

FACTOR 8. PHYSI CAL DEMAND - FL 8-1 - 5 PO NTS

The work is primarily sedentary but may involve sone wal ki ng,
standi ng or bending. There are no special physical demands
required.

FACTOR 9. WORK ENVI RONMENT - FL 9-1 - 5 PO NTS

The work is perfornmed in an office setting.



